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ENTERPRISE HUMAN RESOURCES

Approve Working Time

(Creating A Variant) 

TUTORIAL

The role of Time Management Supervision role 
will use this tutorial as a guideline in creating a 
variant.  A variant is very useful and time saving 
when you repeatedly use the same settings.
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Time Approval Variant

1. Follow the menu path Human 
Resources > Time Management 
> Time Sheet > Approval > 
Approve Working Times or 
enter CATS_APPR_LITE in the 
command field; press enter
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Time Approval Variant 

2.  Click on the drop-drown 
list button to choose the 
desired Reporting Period

Note: Current Year will default
Today – System will display entered 
unapproved time for the current day only
Key Date – System will display entered 
unapproved time for date specified only
All – System will look for all entered 
unapproved times dating back to employee’s 
effective date in the system
Other Period – System will display entered 
unapproved times for the start and end date 
that is specified
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Time Approval Variant 

2.  Click on the drop-drown 
list button to choose the 
desired Reporting Period

Current Month – System will display entered 
unapproved time for the current month only
Current Year – System will display entered 
unapproved time for the current year only
Past (until today) – System will display 
entered unapproved time from the effective 
date of the employee up to current day
Future (as of today) – System will display 
entered time for the current date 
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Time Approval Variant 

2.  Click on the drop-drown 
list button to choose the 
desired Reporting Period

Current Payroll Period – System will display 
entered unapproved time for the current payroll 
period.  You must enter the Payroll Area with 
this selection
Other Payroll Period – System will display 
entered unapproved time for a payroll period 
specified.  You must enter the Payroll Area 
and the Payroll number and year with this 
selection
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Time Approval Variant

3.  Enter the desired 
selection criteria

If a selection criteria you desire is not 
displayed, click the Selection field icon. 
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Time Approval Variant 

THIS SCREEN IS 
OPTIONAL4. Click on the desired 

selection(s)

5. Click to 
choose
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Time Approval Variant

THIS SCREEN IS 
OPTIONAL

6. Click the green 
check
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Time Approval Variant 

The selected field selection(s) has populated to 
the Approve Working Times screen.
You may enter a range or more than one  
personnel numbers, cost centers, etc. by 
clicking on the multiple selection icon        
beside the desired criteria field.
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Time Approval Variant

7.  Enter personnel 
numbers

Note:  To populate more spaces, click enter



11

AASIS Support Center, Diane Hill
December, 2003

An AASIS Training Guide HRTRC – Time Recording and 
Approval

11

Time Approval Variant

Scroll down to view 
more boxes
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Time Approval Variant

Continue to enter other 
personnel numbers if desired

8. Click to copy
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Time Approval Variant

9.  Click to 
save

The multiple selection field has turned to green 
to indicate other criteria listed.
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Time Approval Variant 

10.  Enter a name in the 
‘Variant name’ field

11. Enter a description in the 
‘Meaning’ field.
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Time Approval Variant

12. Click in the ‘Protect 
variant’ box to check

13. Click to 
save

Protecting  your variant will not allow anyone 
other than the creator to alter it.
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Time Approval Variant

You will receive a message stating your variant 
is saved.
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ENTERPRISE HUMAN RESOURCES

Approve Working Time

(Retreive A Variant) 

TUTORIAL

PRINT IN NOTES VIEW

The role of Time Management Supervision role 
will use this tutorial as a guideline in retrieving a 
saved variant.  
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Retrieve Variant

1. Follow the menu path Human 
Resources > Time Management 
> Time Sheet > Approval > 
Approve Working Times or 
enter CATS_APPR_LITE in the 
command field; press enter
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Retrieve Variant

2. Click on the 
variant icon
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Retrieve Variant 

3. Double-click on 
the desired variant



21

AASIS Support Center, Diane Hill
December, 2003

An AASIS Training Guide HRTRC – Time Recording and 
Approval

21

Retrieve Variant 

Note:  The variant will be 
copied to the screen

Remember to always specify a time period 
for which you desire to approve time for.


